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Objectives

* Modify masters

* Customize the background and
theme

« Use slide show commands
« Set slide transitions and timings
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Objectives

* Animate objects

* |nspect a presentation

« Evaluate a presentation
 Create a template
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Modifying Masters

« Each presentation has a set of
masters

« Masters store information on theme
and slide layouts including:

 position and size of text and content
placeholders

« fonts and slide background
e color and effects
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Modifying Masters

 There are three Master views:
« Slide Master view
« Handout Master view
 Notes Master view

 Changes made to masters appear on
slides, notes and handouts
respectively
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Modifying Masters

* The primary benefit to modifying a
master Is that you can make
universal changes to your whole
presentation instead of making

Individual repetitive changes to each
of your slides
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Modifying Masters

« To view a slide master click the View
tab, then click the Slide Master
button in the Master Views group

* The left pane displays thumbnails of
each layout of the slide master
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Modifying Masters

Fie Ho 3 AR 2ty 14
Slide Master tab - S 0w : B coton - 0 —
| o F T a = Fite ' Backgeonnd Siytes « =
‘—"] —-l 1§ Renane —J '- [A] Foeta - 3 Uj
Fat Shde Inoot Maste Iiwt J Fodhe e Hire Saekyraund Sphic Page Shde Clois
Master Lot TR PISSeVe | Lnen pacibeine - Brleas ~ Setup Orientation ~  Master View
CaM Mastsy Maites Lyyout ol Thems Background . Page Jetup Oose

Angles slide : 7
g master ] CLICK TO EDIT MASTER TITLE STYLE : Master title
— i S e AR placeholder
Click to edit Master text stdes
= Second level
= Third fevel
* Fourth level ]
Slide « Filth lovel Master text
B laceholder
thumbnail P

pane

Slide layouts

Two Content
Layout

|5 25 0 80 2003

» Microsoft Office 2010-1llustrated




Customizing the Background
and Theme

 The background, which Is on every
slide, Is the area behind the text and
graphics

A background graphic is an object
placed on the slide master

* You can modify the background with
Images and color to enhance slides
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Customizing the Background
and Theme

* You can also apply a background
style which Is a set of color
variations derived from the theme
colors

e Theme colors are coordinated
colors that determine the colors for
all slide elements including:

* text, lines, hyperlinks,
« shadows, accents, and backgrounds
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Customizing the Background
and Theme

 To apply a background style

« Click the Design tab on the Ribbon, then click
the Background Styles button in the
Background group

 To apply a theme

 Click the Colors button in the Themes group,
move the pointer over each of the built-in
themes, then click the theme you want
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and Theme

PowerPoint 2010
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Using Slide Show Commands

* You can show a PowerPoint
presentation using Slide Show view —
which fills the entire screen

 |In Slide Show view, you can annotate
slides (draw on them) or jump to
specific slides
* To get started, click the Slide Show
button on the status bar
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Using Slide Show Commands
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Setting Slide Transitions and
Timings
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« Slide transitions determine how a
slide moves in and out of view during
the slide show

Transitions are organized by type into

nree groups

o start, click the Transitions tab on the

Ribbon
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| | Timings

« Slide timing refers to the amount of
time a slide is visible on the screen

 Each slide can have a different slide
timing
« Use the Advance Slide settings on
the Transition tab

Advance slide

¥ On Mouse Click Number Of SeCOHdS
7 Automatically After: 00:05 :/S“de will appear
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Animating Objects

« Animations let you control how
objects and text appear on the
screen and allow you to manage the
flow of information and emphasize
specific facts

* You can animate text, graphics,

sounds, hyperlinks, SmartArt diagrams,
charts and chart elements
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* There are four categories of
animations:

« Entrance animations
 Exit animations

« Emphasis animations

e causes an object visible on the slide to
have an effect

« Motion Path animations

e causes an object to move on a specified
path on the slide
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Animating Objects

A small numeral 1, called an
animation tag , appears at the top
corner of the picture.

« Animation tags identify the order Iin

which objects are animated during slide
show.
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Animating Objects
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Inspecting a Presentation

« Before you post a presentation, you
should inspect it using the Document
Inspector

« The Document Inspector looks for
hidden data and personal information
stored In the file itself or in the
document properties
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Inspecting a Presentation

« Document properties are also
known as metadata and includes
specific data about the presentation

 Document properties include:
* Author’'s name
« Subject matter
 Title
 When file was created
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Inspecting a Presentation

 Document Inspector can also find
and remove:
* Presentation notes
« Comments
* Ink annotations
* |[nvisible on-slide content
Off-slide content
Custom XML data
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Inspecting a Presentation

* Click the File tab on the Ribbon, with
Info selected, click the Check for
Issues button in the center pane,
click Inspect Document, then click
Yes to save the changes to the
document

 The Document Inspector dialog box
opens
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Inspecting a Presentation

-
Document Inspector

Review the inspection results.

& Comments and Annotations
No items were found.

Y Document Properties and Personal Information

The following document information was found:
* Document properties
* Author

@ Custom XML Data
No custom XML data was found.

0 Invisible On-Slide Content
No invisible objects found.

@ off-Slide Content
No off-slide content was found.

¥ Presentation Notes
Presentation notes were found

/1 Note: Some changes cannot be undone.

"
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Inspecting a Presentation

 You can use the Protect Presentation
button, then choose Mark as Final, to
make your presentation read only

A read-only file cannot be edited or
modified

» Microsoft Office 2010-1llustrated



- UNIT
D

PowerPoint 2010

Evaluating a Presentation

 To evaluate a presentation means to
look at Its design as well as its
content
« Evaluate your presentation to

determine how well your audience will
receive It
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Evaluating a Presentation

impact description

Visual reception 75% of all environmental stimuli is received through visual reception

Learning 55% of what an audience learns comes directly from visual messages

Retention Combining visual messages with verbal messages can increase memory retention by as much as 50%
Presentation goals You are twice as likely (67%) to achieve your communication objectives using a visual presentation
Meeting length You are likely to decrease the average meeting length by 26.8% when you use a visual presentation
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Evaluating a Presentation

* |Important points about evaluating
your presentation

D your message focused
D your text concise

0 the design simple

* Choose attractive colors
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Evaluating a Presentation

* |Important points about evaluating
your presentation

* Choose fonts and styles that are easy
to read

« Emphasize important text

« Use visuals to help communicate your
message
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Creating a Template

* You are not limited to using just the
standard themes PowerPoint
provides

* You can use a template, a type of

presentation file that contains custom
design information
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Creating a Template

* You can create a template from a
new blank presentation or modify an
existing presentation, then save it as
a template

 Templates have the .potx extension
added to the filename
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In this chapter you learned how to:
* Modify masters

* Customize the background and
theme

« Use slide show commands
« Set slide transitions and timings
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Summary

In this chapter you learned how to:
* Animate objects

* Inspect a presentation

« Evaluate a presentation

« Create a template
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